1AQ Management Plan
[School District’s Name]

Date
1. MISSION STATEMENT

The health, comfort, and learning environment of students and staff aré important aspects of
[school district’s name’s] mission- Working with EPA and their |AQ TfS Program, we
developed an 1AQ Management plan that will help monitor and improve the quality of air in
school buildings. The objectives of this 1AQ Management Plan are:

. Reduce the levels of indoof air pollutants through preventive measures such as routine
maintenance activities, periodic puilding evaluations and inspections, and iAQ-specific
policies.

. Provide and maintain adequate airflow by repairing and maintaining ventilation
equipment, which will promote a comfortable and healthy learning and working
environment.

. Respond to |AQ-related concerns and problems in a prompt and thorough manner, and
effectively communicate the progress of investigations and their resolution t0 all
interested parties.

2. ROLE OF THE IAQ COORDINATOR AND 1AQ TEAM
1AQ Coordinator

[Schooi district’s name] has identified [name of person] as the 1AQ Coordinator for the
district. The school administration and school poard is committed 10 providing the
necessary support to meet the school district’s 1AQ Management Plan objectives.

The 1AQ Coordinator’s responsibilities include:

. Acting as the key contact person within the district 10 respond t0 and address 1AQ issues
and concerns.

. Coordinating the development and management of the district’s 1AQ Management Plan.
This includes establishing and overseeing an 1AQ Team, coordinating puilding
walkthrough inspections, coordinating the building system evaluations, coordinating the
investigations of reported 1AQ issues and concerns, and modifying the 1AQ Management

plan to fit the district’s specific needs and objectives.

. Responding to 1AQ concerns and issues that are discussed of reported.

. Coordinating the 1AQ Team’s activities and meetings, including distribution of the IAQ
checklists.

. Communicating with staff, parents, and other parties regarding the progress made with
the Plan and the process of reporting IAQ concerns.

. Coordinating the annual review of the Plan, which involves puilding walkthrough
inspections, building systems evaluations, and revising the Plan to include new
information.

.« Obtaining school board approval of the 1AQ Management Plan after every major revision.
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[1AQ Team, 1AQ Coordinator, of consultant’s name] researches 1AQ issues affecting the
school. For example, schools’ histories related to radon, pests, lead, and other 1AQ issues
are investigated and documented.

During the walkthrough inspections and building systems evaluations, [1AQ Team, 1AQ
coordinator, Of consultant’s name] identifies 1AQ and problems and issues. The issues are
prioritized from most important 10 least important. Urgent of simple issues aré addressed

first and issues that require continual attention are scheduled appropriateiy.

Problems are reported to the 1AQ Coordinator, who documents all 1AQ concerns, performs
an initial investigation, and documents and communicates the resolution to all interested
parties. Many issues aré resolved using in-house staff. However, professiona\s, experts, and
other outside personnei may be prought in to deal with specific issues. The district
administration expects 10 complete the necessary maintenance, renovations, and
construction by [date].

The 1AQ Coordinator [or Team] uses [a variety of tools, such as the Problem Solving
Wheel, Problem Solving Checklist, and Sections A-6 of the |AQ Reference Guide] to
help identify 1AQ problems. If the problem cannot be identified or persists despite the
district’s efforts to identify and remediate it, the 1AQ Coordinator discusses the matter with
the appropriate school official(s) in order to determine whether a contracted service
provider is needed.

When a problem has been identified, the 1AQ Coordinator coordinates & response,
communicates with the relevant parties, documents actions taken, and keeps copies of all
documents. When the problem 1S not urgent but requires a policy change, the 1AQ
Coordinator organizes & meeting with the [IAQ Team ora committee] tO develop and
recommend specific policy changes. These policy changes are presented to the appropriate
school officials for review and adoption. All new or revised policies aré added to the
existing 1AQ Management Plan. All interested parties are informed about the measures
taken to resolve the problem and all policy changes.

4. 1AQ POLICIES AND PLANS
[See Appendix B for more detailed information on developing 1AQ poiicies.]
Animals in the Classroom Policy

While many teachers and students have classroom pets, animals can be 2 source of
allergens, asthma triggers, and microorganisms that may cause infectious diseases.
Therefore, [school district’s name] has instituted an animal policy pased on information
gathered from walkthrough inspections, puilding systems evaluations, 1AQ concern reports,
and staff meetings.

Animals should be isolated to the extent possible and should be kept away from carpets,
uphoistered furniture, and stuffed toys. specific types of animals may be restricted from the
classroom if 2 concern is expressed by staff, students, Of parents. The district also reserves
the right to ban certain animals if they pose & threat to the safety of comfort of staff and
students. Classroom pets should be placed away from return air ducts and from students
with known allergy or asthma problems.
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Rradon Gas Policy

Radon is @ naturally-occurring gas that can enter into school puildings from the underlying
soils, and puild-up to levels that increasé occupants’ risk for developing lung cancer. Radon
testing and mitigation has been performed in [\ocations]. Radon levels weré found to be at
[level in picocuries per liter (pCi/L)1- All radon levels that exceeded [level, usually 4 pCi/L]
have been reduced to levels comparable t0 the outside air. \nformation on radon testing and
mitigation is located in [\ocat'ron].

Non-Smoking policy

[Law or school district’s name] prohibits tobacco use in all public school facilities and
vehicles. information about smoking regulations is located in [\ocation].

Anti-1dling Policy

Delivery and bus pickup and drop off Zones have been located away from building outdoor
air intakes t0 ensure that exhaust fumes do not enter the facility. [school district’s name]
prohibits puses and cars from idling while waiting to pick up of drop off students. Buses
shall idle no longer than the time required 10 bring engines to proper operating temperature
and to defrost all windows. This policy is not in effect when temperatures fall below 32
degrees Fanhrenheit. The school district’s anti-idling policy is located in [\ocation].

5. PROCEDURES
Cleaning and Chemicals

Regular and thorough cleaning is an important means for the removal of air pollutant
sources. However, the use of cleaning products may also contribute 10 indoor air pollution.
To ensure that cleaning practices remove pollutant sources while using cleaning products
appropr'rate\y, guidelines have been created.

. Custodial staff shall only use cleaning agents approved by the district for school use. All
products must be clearly Jabeled and stored in a secure area. Bottles of cleaning agents
must be tightly closed when stored.

. All material safety data sheets should pe stored in an area available t0 all staff, and the
location of this information is discussed in the district’s «“Employee Right to Know”
annual training.

« Rooms must e kept clean. Slightly damp cloths are used to remove dust from surfaces—
however, wiped surfaces should not be left damp Of wet for extended periods of time,
since this can cause mold growth.

. Ammonia-based cleaning agents and chlorine-containing cleaners (such as pbleach) must
never be mixed because this generates toxic gases.

. During routiné operations, po\lutant—releas'mg activities are restricted by time of day,
week, or year. For example, the waxing of floors will be performed [on Friday
afternoons Of yacations, t0 ensure that gases are removed py the time classes resume].
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Preventive Maintenance and Operations
Preventive Mmai

maintenance plays jor role in maintaining the quality of ajr by assuring that the
building Systems are Operating effectively and efficiently. l\/loreover, it helps to Maintajn
Comfortaple temperatures and humidity in OCcupieqg Spaces,

The Preventiye Maintenance Schedule for [schoo| districts name] can pe found jn [location].

€ Schedyle describeg the time Intervals ang locationg of building and Ventilation
COMponents that are inspected and Maintajneq On a routine basis, The Schedyle Was
establisheq using the past €Xperience of schoo| district maintenance professionals, the
availability of financijay resources, and technica) Quides, including the manufacturer’s
specifications. All records of Preventijye maintenance are kept attacheq to the relevant

operating System for easy evaluatjon.

Unless Otherwise Notes, schog) buildings Should pe Maintajneq according tg the American

Society of Heating, Refrigerating, and Air—Conditioning Engineers’ (ASHRAE)

recommended Comfort Parameters. If the recommended Parameterg Cannot he Mmet, the

district Staff makes Ventilation adjustments that Provide fregp air, temperature, and humidity
I ASHRAE arameters g Possible,




Construction and Renovation

[school district’s name] should consider 1AQ when planning construction and renovation
projects. The 1AQ Coordinator, NAQ Team], superintendent, and school poard discuss
major structural changes that may impact 1AQ. The findings from walkthrough inspections
and building systems evaluations should be considered when planning renovations. 1AQ
Design Tools for schools (DTES), aWeb-based guide for establishing good 1AQ practices
into the design, construction, renovation, operation, and maintenance of K-12 school
facilities (WWW.epa.govliaqlschool design) can be utilized. These plans aré summarized in

[\ocat'ron].

To the extent possible, major renovations should be performed when school is not in
session. If renovation projects must be performed while school is in session, the return air
from any area being renovated should be isolated from the main yentilation system.
Engineering controls should be used t0 contain and minimize the distribution of dust and
other contaminants produced by construction activities. Cleaning operations should be more
frequent during and after renovation.

Microbial Management

Microbials, such as mold, bacteria, and viruses, are 2 significant cause of illness, health
symptoms, and discomfort. school staff should be aware that the easiest way fo control
microbial growth is to control moisture.

Signs of water intrusion and microbial growth should be investigated during the
walkthrough inspections, puilding system evaluations, and other efforts. The maintenance
staff should be informed about damaged puildings systems and components that cause
water leaks and water condensation. school staff must make the necessary repairs and
adjustments in a prompt manner. Materials damaged by water should be replaced when
possible. pDamp or wet materials must pe dried within 48 hours (preferably within 24
hours).

Materials contaminated with microbials should be promptly cleaned or replaced. Mold
growth should be removed from non-porous surfaces with a strong brush and non—ammonia
containing detergent and thorough drying. Remediation projects that cannot be handled by
district staff should be contracted to @ professional. Large-scale remediation projects may
require specific control and protection measures. For additional information on mol
remediation, refer to EPA'S guide, “Mold Remediation in schools and commercial

Buildings” and EPA'S Web site: wWW.epa.govlmo\d.
Staff Education

All district employees play an important role in maintaining and improving air quality since
their behavior can affect the quality of the air present in school puildings. For example,
placing objects on unit ventilators, adjusting room thermostats, Of turning off unit
yentilators can worsen the quality of air in a room. An educated employee is more likely 0
take steps t0 maintain good air quality. In addition, an employee with an understanding of
|AQ is more likely t0 report 1AQ concerns quickly and accurately. For these reasons, the
district staff must be educated about 1AQ.
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6. STAFF RESPONS|B|L|TIES FOR MA\NTA\N\NG GOO

DIAQ

Al staff members are responsible for improving and maintaining good 1AQ [tailor
responsibi\ities to meet your school’s needs]:

Teachers should refrain from interfering with airflow from ventilators (e.g., do not
stack books of other items ON yentilators, COVer yents with posters, or turn off the fan due
to noise), remove clutter in their classrooms, properly dispose of hazardous wWaste, and
enforce the school’s various 1AQ policies in their classrooms.

Administrators should communicate the school’s activities 10 the school poard, staff,
students, and community. They also need to ensure that the school is implementing 1AQ
policies appropriate\y.

Facility operators must ensure that HVAC systems are operating properly and that
puildings are maintained adequately and cleaned regularly.

Custodians need to follow all policies regarding cleaning chemicals, ensure that the
school is regularly vacuumed and swept, clean drain pans, empty trash cans, and check
drain pipes regularly. They should also 1ook for signs of pest problems and inform the
appropriate people of any issues.

Health OfﬁcersISchoo\ Nurses should track ilinesses, such as asthma, that may
provide an early warning of IAQ problems.

The School Board needs 10 approve the 1AQ Management Plan. This approval shall
include the date, a copy of the minutes from the meeting, and how often the Plan must be
updated of reapproved (e.9- after every major change to the Plan, of every year,
whichever comes first).

7. APPLlCABLE LOCAL AND STATE REQU\REMENTS/REGULATIONS

[School district’s name] will meet the following local and state requirements and regulations
related to 1AQ: [List all local and state 1AQ requirements and regulations that apply 10
school buildings. For example:]

Non-smoking laws

Asbestos regulations
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IAQ Reporting and Response Policy

[Schooy districts Name] €Nncourages the "€porting of IAQ Concerns, 'egardless of how trivial
the issye may seem. The Prompt reporting and resolution of IAQ issues has the Potential ¢
prevent Serious Problemg from deveioping, Which wijj help to prevent Potentig) health
effects, discomfort, and unnecessary Costs. This Makes the investigation of all reporteq
Concerns Worthwhije.

The IAQ Coordinator should request concerneq Staff, Students, and parents to report their
IAQ Concerns jp Writing. A Written description of the Concerns reduces misunderstanding
and createg a history that can be leferreq to at a futyre date. Af) Written Concerns should pe
sent to the IAQ Coordinator to initiate an officjg) IAQ Concern 'eporting Process, The
resolution of the issye Needs to pe documented and the affecteq parties should pe informeq
in Writing about the Measureg taken, Information Collecteq Mmust pe Processeq and storeq
according to the Schoo district’s policies,




9. STEPS FOR PREVENT\ON

[school district’s name] is committed t0 prevent'mg IAQ problems. To reach this goal, the
district will complete the following activities:

Every school must designate an 1AQ contact, distribute and collect checklists, and report
results to the 1AQ Coordinator.

The 1AQ Coordinator should ensure that all 1AQ efforts are coordinated and completed
in a timely manner.

AlLIAQ policies and programs (for radon, |PM, anti-idling, non-smoking, etc.) must be
in place by [date].

The school board, community, staff, unions, and students need to be updated on the
district’s 1AQ efforts and carry out their responsibi\ities for maintaining good I1AQ.

Every school must complete an annual review to make changes t0 the 1AQ Management
plan. The annual review is necessary pecause changes may occur in the building systems,
components, occupants, and the administration's attitudes and priorities. The annual
review involves:

. Building systems evaluations;

. Walkthrough inspections;

. Reviewing 1AQ concerns and other information;
. Discussing new issues with the 1AQ Team, and

. Updating the 1AQ Management Plan as needed.

A brief description of the changes to the Plan should be summarized and included in all
future versions of the Plan. This documentation should reduce the likelihood of repeating
policies and procedures that were ineffective of inefficient and ensure the success of the

|AQ program.



